THIRD PARTY RELOCATION SERVICE

What isit?
A relocation management company that provides rel ocation assistance to employees.
Thefollowing isalist of the options you may select under the third party relocation services contract:
- Guaranteed Home Purchase Program
- Home Marketing Assistance
- Management of Household Goods/Shipment and Storage
- Home Search Assistance
- Mortgage Counsdling
Additiond servicesthat are available a employees expense

- Rental Home Finding
- Spouse Employment Counsdling

Description of Services:
Guar anteed Home Pur chase Program- The Guaranteed Home Purchase Program gives transferring

employees a chance to sl their houses to arelocation contractor at appraised values. The advantages
to the program are:

- assured sale of your home

-your equity is available once you accept the offer and not delayed until settlement
-you do not have to submit atravel voucher for rembursement and

-none of the selling costs are deducted from your equity

It isimportant to keep in mind that thisisan option. Employees may and should still try to
sl their homes. Generally, the offer you receive through your realtor will be higher than the
appraised price. Thisoption isavailable within the 2 year time limitation for completion of red edate
transactions. However, once you reject a guaranteed home purchase offer from the relocation
company, you will not be digible for this service again for this PCS authorization.

Buyer/ Rental Home Finding Service- The buyer home finding service provides you with
information about the area to which you are trandferring. The relocation management specidist will
work with you to identify neighborhoods and communitiesin the new location that meet your needs for
pricing, schools, commute, taxes, and other activities. They can dso refer you to red estate brokersin
the area.




M or tgage Counseling- The Mortgage Counsdling service will provide you with information regarding
nationa and local mortgage programs that best address your financid objectives and qudifications.
This counsding will aso include information on the types and availability of financing in your destination
areq, rates and fees, and qudification requirements.

Spouse Employment Counseling- The spouse employment counsdling isto help your spouse identify
options for employment in your new location. This service includes job search Strategies, family
counsdling assstance, prepartion of aresume, and analyss of skills.

Guidelines -

To be digible for the guaranteed home purchase program, the residence must be your primary

resdence from which you commute daily to work at the time you are officidly notified of the trandfer.

In addition, the employee will have to pay a pro-rata share of the contract cost if:

a Titleis shared with a person who is not amember of your family, including divorced or legdly
or separated spouses, a the time the employee is notified of his move or at the settlement dete,
who own a share in the employee s residence, will be considered an unrelated joint owner.

b. The home isamulti-family dwdling unit, for example, a duplex or four-plex.

C. The homeis partidly used for commercid activities.

d. The home has land in excess of that which reasonably relates to the residence site, the
Government will pay only the proportiond share of the contract price which reasonably relates
to the house itself. The employee will be responsible for paying the difference.

Homes that would not be digible for guaranteed home purchase program are:

a Homes that are not insurable.

b. Homes contaminated by a toxic substance, including radon gas which cannot be corrected.

C. Mobile homes, even if affixed to red property.

d. Cooperatives and houseboats.

e Homes on which construction has not been completed.

f. Homes that are not adequately serviced by portable water or sanitary waste facilities.
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s} Homes that do not have foundations.

h. Homes that cannot be financed, either by Federd or conventiona financing.

0. Homes that do not comply with State and local codes.

The employee owning any of the above-mentioned properties may Hill be eigible for other services.

Requesting Third Party Relocation Services

o] Forward completed DOE Form 1500.6, Employee Application Request for Relocation
Service, to the office scheduling your PCS move. Please be sure to include the complete
address of the property being sold, including zip codes and current phone numbers, including
phone number for your new duty stetion (if known).

o] A procurement request is prepared. Once approved, it isforwarded to procurement for
processing. Processing timeis gpproximately one week.

0 After the relocation management company is notified by procurement, they will contact the
employee within one working day to thoroughly explain the various services, darify those
gpplicable to you, and get your relocation services underway.

Placing Y our Home on the Market

In an effort to possibly obtain an outside offer for your residence, DOE requiresthat you
market your property for at least thirty (30) days, twenty-one (21) of which must be after the
date of the Guaranteed Appraised Value Offer.

The relocation management company will work with you prior to listing your home for sdle by:

-recommending a broker

-andyzing the market for your home

-reviewing competing and recently-sold properties

-suggesting alisting price and terms

-identifying any repairs or improvements that may expedite the sde of your home

If you choose to select your own redl estate broker, make sure the broker is a member of aMultiple
Ligting Service, understands third party relocation services, and knows the red estate market in the
immediate vicinity of your resdence.

To preserve your digibility for the guaranteed home purchase program, you will need to protect
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yourself from an unearned broker’ s commission should you accept the Guaranteed Appraised Vaue

Offer. Therefore, when you ligt your home, the following excluson dause must be included in the ligting

agreement you Sgn.
“The sdler(s) hereby reserve(s) theright to (1) sell the property directly to Associates
Rel ocation Management Company, Inc. or adesgnated effiliate (“ARMC”) at any
time, and in such events; to cancd this liting agreement with no obligation for a
commission or continuation of listing theresfter; or (2) turn over an acceptable written
offer hereunder to Associates Relocation Management Company, Inc. for closing and
payment of commission which shal be deemed earned and payable only upon closing
of title, in accordance with the terms thereof.”

Appraisa Process

An appraisa is an etimate (opinion) of vaue that is prepared by an independent professional appraiser
who isfamiliar with al the factors thet may affect the vaue of that which isbeing gppraised. By
definition, gppraising is not an exact science. There are saverd kinds of red estate gppraisals, including
replacement (reconstruction) vaue, insurance value, and market value.

The relocation appraisd is done to determine the anticipate sales price of aresdentia house, using the
market value gpproach. This takes into account the volatility of housing markets. The standard
marketing time is 120 days. If the marketing time where your residence is located is less than 120

days, the appraised vaue may be adjusted upward. Conversdly, if the marketing time typically exceeds
120 days, this may be reflected in areduction to the appraised vaue.

Under the guaranteed home purchase service, afar market vaue is established using the average of
two market value appraisals obtained by the contractor. If these gppraisas differ by, more, than 5
percent of the higher appraisal, athird appraisa is ordered. The average of the two closest gppraisas
will be the contractor’ s offer to the employee. It isvery important for the employee to play an active
role in the selection of the gppraisers. An gpproved list of gppraisers will be provided by the contractor
for the employee to make at least two selections. The employee may prefer to use an appraiser who is
not onthelist. If the appraiser is gpproved by the contractor, the employee’ s separate salection may
be used. Even when sdections are made from the contractor’ s list, the employee should become
familiar with each appraiser’ s methods and history.

Here are afew ideas that could better prepare you before being contacted by the relocation contractor
or appraiser:

a Obtain information about appraisers that meet the contractor’ s requirements so
you can make an informed decision on which gppraisers to choose.

b. Contact potentia appraisers to determine their familiarity with the area where
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The Guaranteed Offer

your residence is located and experience doing relocation appraisas.

Have available any comparable sales of homes in the area that appraisers
should consder. Ensure that each gppraiser receives thisinformation.

Have the excluson clause typed into the body of the listing agreement, not just
an attachment.

Be sure the home shows to your best advantage and makes a good impression
on both buyers and appraisers.

Be knowledgesble about rentd rights in the area, such as atime requirement for
the issuance of ancticeto vacate. A date must be established with the renters
to vacate before the offer is accepted.

Make sure the appraisers are aware of any specia features or improvementsin
your home such as anew roof, energy efficient furnace, solar hest, etc.

When the gppraisas and other ingpections are completed, approximately 30 days after the selection of
the gppraisers, the relocation management company will call you to make averba guaranteed offer.
The same day, a contract of sde for the guaranteed appraised vaue offer amount (along with copies of
the gppraisals and ingpections) will be mailed to you.

(0]

Y ou have sixty (60) cdendar days after the date of the verba offer to accept
the guaranteed offer.

Y ou are required to market your property for at least thirty (30) days, twenty-
one (21) of which mugt be after the date of the verba Guaranteed Offer.

Y ou may apped the gppraised vaue or if you sdll the house you may amend the
value. You must apped or have an amended offer within the 60 day
acceptance period.

Reconsideration Process for Guaranteed Appraised Vaue Offer:

The relocation management company will provide you standard procedures to request a reevauation of
the “gppraised vaue’ offer. The written ingtructions will be provided in the
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package submitted with the appraised vaue offer. Reevaluation requests must be completed
during the 60 day acceptance period.

AsK your relocation counsdlor for further detalls, if needed. If you think the appraisers missed some
important information, ask the listing redtor with which you have your independent listing to research
properties and suggest others that may be more applicable. Give thisinformation to your relocation
company’ s counselor.

The best indicators of your home' s value in the current market are the offers you receive from
interested buyers who respond to your independent listing.

If your home is listed quite a bit higher than your guaranteed offer, andyze the market activity of your
home. Have you had many lookers, but no offers? Perhaps you should lower the list price. Have you
had one or more offers near your guaranteed offer amount? Use the security for the guaranteed offer to
negotiate with your outside buyers, and try to obtain an amended vaue offer. Y our relocation
counsdor will help you determine the best negotiating Strategy.

Remember that you have 60 daysto consider the relocation company’ s offer and to find a buyer who
will pay you more. Usethat time, and your “safety net” guaranteed offer to market and negotiate
aggressively for an amended vaue offer.

Amended Vaue Programs

The amount of the contractor’s guaranteed offer is the minimum amount you should consider from any
potentid buyer. 1f you receive an offer from an outside buyer you may use one of the two options
available under the Amended Vaue Program. These options are:

(@D} Amend from Zero Program - used if you receive an outsde offer before the
appraisa process with the relocation contractor is complete

2 Amended Vaue Sde - used if you receive an outside offer after the appraisal
processis complete, but before you have accepted the Guaranteed Appraised
Vdue Offer
If you receive an outside offer you should immediately contact the relocation management
company. Do not sign any documents or accept any ear nest money; doing so will make you
indligible for the Amended Value Programs.
Amended Sde Guiddines

0 All negotiations with the buyer must be conducted through the relocation company.
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If the contract requires any buyer ingpection contingencies, these must be satisfied before the
contractor can accept the offer.

The contractor will not accept any offer into the amended value program thet is contingent on
the sale of the buyer’ sresdence. In addition, financing must be available to the buyer.

Any expenses not reimbursable under the Federal Travel Regulation requirements for
reimbursement of redl estate expenses will be deducted from the outside offer amount. These
include, but are not limited to points, repairs, red estate commission exceeding the standard for
the areaand/or any closing expenses you agree to pay that are not customarily paid by the
sler.

Y ou will be charged for any carrying costs beyond 60 days from the date you accept the
Guaranteed Appraised Value, or to vacate, whichever is later, so do not accept any contracts
that cal for closing the sde after that time.

Once the contractor has reviewed the outside offer and determined it is bona fide, the
contractor will amend its Guaranteed Appraised Vaue Offer price to reflect the net value of
your home established by the submitted contract.

Upon receipt of al necessary documents from you, the relocation contractor will complete the
acquisition of your property and then resell the home to the buyer. The contractor will calculate
and forward your equity to you within five (5) working days of the acceptance date.

Home Marketing Incentive Program

A home marketing incentive program of three percent of the salling price, not to exceed $9,000, will be
paid to atransferring employee who uses the Department’ s rel ocation services contract and finds a
bona fide buyer for their resdence that results in an amended vaue transaction. This program is
effective for procurement requests which were gpproved as of 07/20/98.

Home Marketing Incentive Program Guiddines.

(0]

The employee must enter their residence in the Department’ s homesae program;

The employee is responsible for marketing their residence, either independently or using ared
estate broker;

A bonafide buyer for the employee’ sresdenceis found as aresult of the employee's
marketing efforts
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Thetitle of the residence must be transferred to the rel ocation services company; and

The Department must pay the amended va ue transaction fee to the relocation services
company as aresult of the employee’ s marketing effort

The incentive payment will not be made until the Department has received the voucher from the

relocation contractor indicating the percentage fee charged for home purchase isfor an
amended va ue transaction.
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302-12.1 What are "relocation services'?
302-12.2 May we enter into a contract with arelocation services company for the company to provide
relocation services?

302-12.3 What contracted rel ocation services may we provide at Government expense?

302-12.4 May we separately contract for each type of relocation service?

302-12.5 What is the purpose of contracting for relocation services?

302-12.6 How must we administer a relocation services contract?

302-12.7 What policies must we establish when offering our employees the services of arelocation
services company?

302-12.8 What rules must we follow when contracting for rel ocation services?

302-12.9 What are the income tax consequences that we must consider when offering relocation services?
302-12.10 What must we consider in deciding whether to use the fixed-fee or cost-reimbursable
contracting method?
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302-12.13 Under a homesale program, may we pay an employee for losses he/she incurs on the sale of a
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302-12.15 May we use arelocation services contract for services which we are contractually bound to
obtain under another travel services contract?
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SUBPART B--EMPLOYEE'SUSE OF A RELOCATION SERVICES
COMPANY

Sec.

302-12.100 Am | eligible to use arelocation services company?

302-12.101 Must my agency allow me to use arelocation services company?

302-12.102 Under what conditions may | use arelocation services company?

302-12.103 For what relocation services expenses will my agency pay?

302-12.104 If | use a contracted-for relocation service that is a substitute for reimbursabl e relocation
allowance, will | be reimbursed for the relocation allowance as well?

302-12.105 What expenses will my agency pay if | use arelocation services company to ship household
goods in excess of the maximum weight allowance?

302-12.106 What expenses will my agency pay if | use arelocation services company to sell or purchase a
residence for which | and/or a member(s) of my immediate family do not have full title?

302-12.107 If my agency authorizes me to enter a homesale program, must | accept a buyout offer from
the relocation services company?

302-12.108 What are the income tax consequencesiif | use a relocation services company?

Authority: 5U.S.C. 5738 and 20 U.S.C. 905(c).
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